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A Reimbursement Checklist is located on page 12 to guide you through the 

reimbursement process.  

Step One: Log into CyberGrants Account 

 

a. To login, go to the following website: 

www.cybergrants.com/ncua/applications  

 

b. Enter your Email Address and Password. Then, click the Log In button. 

 

c. If you forget your login information, click the “Need Support?” link. i 

 

 
 

 Once you login, you will be welcomed by the CyberGrants system.  (Sample 

screen shot below) 

  

http://www.cybergrants.com/ncua/applications
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Step Two: Access Grant Information 

 

a) Click the Revise link next to the reimbursement request you plan to submit. 

 

 
 

Step Three: Contact Information 

 

Verify that the contact information listed is accurate and up-to-date.  

 To add a new contact, click Create New.  

 To edit an existing contact, click the name of the existing contact.  

 Click Save and Proceed when finished. 
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Step Four: Organization Information 

 

Verify the information that appears on the screen.  

 If it is accurate, click Save and Proceed. 

 If not: update the necessary information, then click Save and Proceed.  
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Step Five: Award Information  

 

Review this section for details about the initiatives you were awarded, general award 

information, and reasons you were denied for the other initiatives you applied for; then 

click Save and Proceed. 

 

 Project Title 

 Application ID  

 Commitment Number 

 Commitment Expiration Date  

 Initiative’s Approved for Funding (navigating to the tab of any award you 

received will provide you with details about the amounts approved) 
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Step Six:  Staff or Volunteer Training Reimbursement 

 

If you did not receive a grant for this initiative, then click Save and Proceed. 

 

 The Staff or Volunteer Training reimbursement requires documentation supporting 

your expenses and details about the project outcomes. Please complete the Staff or 

Volunteer Training Reimbursement screen using the following guidance:   

 

1) Staff or Volunteer Training Approved Grant Amount – The maximum 

reimbursement you are eligible to receive. 

2) Training Topic(s) Approved – This is the training topic(s) you applied for.  

3) Outcome Summary - Use up to 2000 characters to describe the impact of 

training of staff or volunteers.  State how this training will benefit your field of 

membership or improve credit union operations.   

4) Staff or Volunteer Training Amount Requesting – Enter the dollar amount 

you are requesting for reimbursement. 

5) Training Vendor(s) Chosen – Enter the name(s) of the training organization. 

6) How Many Individuals Attended Training – Enter the number of individuals 

who attended training. 

7) Date of Training – Enter the date the last training was attended or scheduled. 

8) Staff or Volunteer Training Proof of Payment – Upload the proof of payment 

for your grant. The following are the only examples we will accept: 

 Proof of Payment Examples 

 A cleared check (front and back of the check with a clearance 

stamp) made out to the vendor identified on the invoice; OR 

 A credit card statement with the payment amount and vendor 

listed in the statement; OR 

 An original check made out to the vendor with an attached bank 

statement showing the check cleared; OR 

 A bank statement with the payment amount and vendor listed in 

the statement; OR 

 A receipt listing the training program purchased with the 

payment method listed; OR 

 A paid invoice with a zero dollar balance. (least preferred) 
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9) Staff or Volunteer Training Proof of Purchase – Upload the proof of purchase 

for your training. The following are the only examples we will accept: 

 Proof of Purchase Examples 

 An invoice from the vendor; OR 

 A receipt from the vendor specifying programs purchased 

10) Then click Save and Proceed. 

Note: Please upload all documents in the Adobe PDF format.  
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Step Six: Student Internship Reimbursement 

 The Student Internship reimbursement requires documentation supporting your 

expenses and details about the project outcomes. If you did not receive a grant 

for this initiative, then click Save and Proceed. The following is an example for 

the Student Internship Initiative: 

1) Student Intern Approved Grant Amount – The maximum reimbursement you 

are eligible to receive. 

2) Student Intern Outcome Summary - Use up to 2000 characters to describe the 

benefits of the student internship grant. 

3) Statement From Intern – The intern can use up to 2000 characters to describe 

the benefits of the student internship.  Narrative can be pasted in. 

4) Student Intern Amount Requesting – Enter the dollar amount you are 

requesting for reimbursement. 

5) Certification of Business Hours Worked Form – Select the link to download 

the form.  This form needs to be printed, completed, and signed by each student 

intern. 

6) Student Intern Business Hours Worked – Upload the signed certification of 

business hours form for each intern. 

7) Student Intern Supporting Documents – Upload the resume of each student 

intern and evidence that the student was enrolled in school full or part time. The 

following are the only examples we will accept as enrollment verification: 

 Proof of Payment Examples 

 An official letter from the school the intern attends; OR 

 A copy of the student’s ID card with the current school 

year; OR 

 A copy of the student’s class schedule. 

8) Then click Save and Proceed. 

Note: Please upload all documents in the Adobe PDF format.  
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Step Ten: Verification and Certification  

 Read the certification terms then check the box to verify the information.  

 

 
 

Step Eleven: Grant Acceptance Acknowledgement  
 Read the grant acceptance acknowledgement then check the box to verify 

the information. Click on Save and Proceed when finished. 
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Step Twelve: Review Your Application  

A) Review the information you input before you submit the reimbursement request 

to NCUA.  

 

 This is the last chance you will have to edit your request. If you need to 

make additional changes, scroll to the bottom and click Save Only. 

 

 If you are ready to submit, click Submit. 
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Reimbursement Checklist  
Use this table to check off the steps as you complete them.  

 

Step  Sub Step  

 

1 Log Into CyberGrants Account Enter email address and password  

2 Access Grant Information Click the revise link  

3 Contact Information Verify information is correct  

4 Organization Information Verify information is correct  

5 Award Information  Review information   

6 Staff Training Reimbursement (if 

applicable) 

Input reimbursement information  

7 Student Internship Reimbursement 

(if applicable) 

Input reimbursement information  

8 Collaboration Reimbursement (if 

applicable) 

Input reimbursement information  

9 Verification and Certification Verify certification terms  

10 Grant Acceptance 

Acknowledgement 

Verify and accept  

11 Review Application Review and submit request  

 

NCUA Reimbursement Review  

 

 NCUA will review the reimbursement requests and issue payment as a direct 

deposit to reimburse approved expenditures. The credit union will be notified of 

via email. 

 

o NCUA will not process incomplete reimbursement requests. Incomplete 

requests must be resubmitted, provided the commitment expiration date 

has not passed. 

 

o Supporting documentation consists of a proof of payment and purchase.  

 

o If NCUA has pending questions regarding a particular reimbursement 

request the credit union will be notified via email.  
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Treasury Guidance  
 

Credit unions are expected to follow U.S. Treasury/Office of Management and Budget  

(OMB) Guidance and Circulars such as: 

 

 A-110: Uniform Administrative Requirements for Grant and Other Agreements 

with Institutions of Higher Education, Hospitals and Other Non-Profit 

Organizations  

 

 A-122: Cost Principles for Non-Profit Organizations 

 

 

 A-133: Management Responsibility for Internal Control 

 

Refer to this link to the OMB Website for additional information:  

http://www.whitehouse.gov/omb/circulars_default  

 

Reporting/Accounting Guidance  
 

For accounting guidance for grant awards from the OSCUI Grant Program, refer to 

NCUA Accounting Bulletin No. 07-2. Credit unions are encouraged to consult with 

their auditor/CPA if there are further questions in this regard. 

Click the following link to be directed to NCUA Accounting Bulletin No. 07-2 on the 

NCUA website: 

http://www.ncua.gov/Legal/GuidesEtc/AccountingBulletins/ACCTBUL07-02.pdf  

Expense Guidelines  
 

The following expenses will not be reimbursed under any initiative: 

 

 Annual Maintenance & Insurance  

 Custodial Services 

 Food/Refreshments 

 Government Agency Expenses & Payment to Government Agency 

Employee 

 Lodging for credit union staff or volunteers 

 Travel expenses for credit union staff or volunteers 

http://www.whitehouse.gov/omb/circulars_default
http://www.ncua.gov/Legal/GuidesEtc/AccountingBulletins/ACCTBUL07-02.pdf
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 Matching Funds (i.e. matching portion of an Individual Development Account 

program) 

 Pre-Grant Approval Expenses (expenses the credit union has paid in advance 

of grant approval) 

 Promotional Items (i.e. gifts, give-aways, souvenirs, gift cards) 

 Recurring Operational Expenses (i.e. rent, utilities, salaries, annual audits, 

depreciation, funding for the allowance for loan losses, office supplies) 

 Salaries to Employees & Payments to employees for services provided 

(except for Student Interns) 

 Transportation/Mileage/Parking 

 

The following are general guidelines for expense categories that apply to all initiatives: 

 All expenses must be directly related the specific project approved. 

 NCUA will reimburse expenses listed in approved grant applications up to the 

total grant amount. With your reimbursement request, your CU must present 

evidence of payment, paid after the grant approval. 

 If a credit union enters into a commitment for a project before the grant decision 

is made, the credit union may be obligated to pay project expenses from own 

funds should the grant not be approved. 

 Partnership/Third Party/Vendor Relationship and Expenses: Credit unions 

are required to follow the due diligence over Third Party Service Provides as 

directed by NCUA Letter to Credit Unions 01-CU-20 and must submit a written 

agreement detailing the services/products with cost involved. Contractor fees 

that are not substantiated in writing in a partnership/contractor’s agreement will 

not be reimbursed.  

Invoices from outside parties must be billed to and paid by the credit union. 

Reimbursements will be made to credit unions only. 
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Contact Information  

 

For immediate assistance, email general questions regarding the OSCUI Grant Program 

to OSCUIAPPS@ncua.gov.  

For technical question regarding the grant application or reimbursement request, utilize 

the “Need Support?” link in the online grant system. 

Other Assistance Offered By OSCUI  

 

Information regarding other assistance offered by OSCUI can be found in the following 

locations on the NCUA website: 

Consulting – www.ncua.gov/OSCUI/consulting  

Grants and Loans – www.ncua.gov/OSCUI/grantsandloans  

Training – www.ncua.gov/OSCUI/training  

Partnerships and Outreach – www.ncua.gov/OSCUI/Partnerships  

i All password reset requests must be done utilizing the “Need Support” link.  This is performed by 
the vendor and OSCUI has no access or control to perform this. 
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